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‘APPLICATION FOR RECORDS DISPOSITION STANDARD _ -
' ’ f [ ll\
Prepare in duplicate and forward t_r; the Records Management Analyst, Management §fstems Division

3. Dept ., Division, Subdivision & Administering Office Addrass i FOQR RECORDS HANAQIMENT DIVISION USE

Department of Planning and Public Affairs MR te“ﬂczﬂ-v'd Application No.  Date Completed
Division of Planning-and Marketing ; - ¢ 1978 - MAR -
2200 Peachtree Summit Building 73 0 3 178
401 West Peachtree Street NE
Atlanta, Georgia 30308

INSTRUCTIONS:

1. Application 2. Dept. Application No.

6. Telephone Number

4. Person to Contact 5. Working Title Manager of
Bruce B. Emory ransit Systems Plannlng 586-5161

L\u:

7 “Action Reuuesled
X Establish Retention Schedule; record will continue to accumulate.

b. O Dispose of present accumulation; no'further accumulation anticipated. ) )
c. [ Amend Application No. Check One: EI_ Change; [ Superceds; [J Vpid

[ 8. Dates of Series 9. Records Series Title {followed by title used in office; if different)

Earliest Latest

1971 1present Systemwide Design and Operations Plannihg File (SD)

What is the function of the Division and the Office in which this record seria$ is craated?

-

10. Division and Office Function

Y

see attached

This file contains the following documents finclude form numbers and nﬂes if nny)

Attach samples of the file,

Documents relating to: coordination of planning and policy formulation and developmerjt
of guidelines and criteria for the design, ccnstruction;dand'procuremenﬁ

of systemwide facilities and equipment, and development of operating
Included are: | : standards and procedures

11. Record Series Description

‘ correspondence, memoranda, reports, WOrkiné papers, and
other documents relating to the above.

File d: . .
He s arrange - numerically by major category (see attached example)
| -
12. Monthly Reference Rate How often are records referred to which are: -
One to six months old 25 ; Seven to twelve months old 25 ; Thirteen to twentv-fo(;r months old 25 :

25

13. Annual Rate nf'chumulation of Records

; Legal-size drawers _..‘,_5__ -e—e +Shelves . ; Other {specify)

twenty-five months and oider

Letter-size drawers

3012 (3/76)
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YES | NO [ 14. Questionnaire (Place an ' X" i the proper column)
a. Is this the official copy of the ;ernes?
X B If not, where is it? '
o] ) b. Doss the serigs contain confidential infarmatinn requiring security handling? H yes, cite law or regL?dalion.
X ' ' ;
! — W VD s ! —_ - i ——
X c. s this 3 vitg| reﬁmd’ . X ) o )
. Do |1u.!\7h:-9‘7?w0 Waatorieat on fong term eseacch value? poss lm fstorl al and/or research
X v Whien onee o swo docament i 1 Bl makee 11 necessary 1o keop the entae bile Tora Inul| pel vl cuutcl thase llm tnents b
scheduled separately? ' B
X f. Is the information comamed in this series ever publlshed? If yes, attach copy.
4. }s the information contamed in this saries ever analyzed and/or recorded in a summarized report?
X it yes, attach ch copy.
h. s there a duplrcanon of this series in your ofhce or in another office or agency?
X if yes, where?
F - X i. ls this series (ora major pgtion of it) regularly microfiimed? “‘
= —
X j. Doesthe record series result in a computer printout?
15. Retention Requirements The following requires the series to be kept
a. State Law - years. d. Audit period ———— years
b. Statute of limitation Lo years. e. Adminisirative need o3 years.
c. Federal law _— . years. f. Federal retention instructions —— __ years,
Attach copy or excert of laws or regulations. Explain administrative need.
Urban Mass Transportation Administration External Operating Manual
III.D.p4l.
16. "Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each: '
7] Catendar Year; [ Fiscal Year; ) Other __C O_mp_l.,e._t_lQIl_ of pxr Qject — then,
place in inactive file, then
K Hold inthecurrent filesarea ___ ___monthts)__1 ____ year(s}; then
] Transfer to local holding area; hold _ year(s); then
[0 Transfer to State Records Center; hold . year(s); then
[ Destroy.
£ Transter 1o State Archives for permanent retention. v
) Other (Specify) ' : .
. *
These instructions apply to all prior and future accumulations of the series.
{Indhicate brielly rationale for recommendations above/or write additional remarks):
17. APPROVALS

[~ Approved Depariment Records Management Officer  Date Aplr vid Legal C T 1o
f T2/ GAwa
—- = — — £ - 1

ivision of Audit

) /&

L Lt .~ 378 | 2 |
Approy tment Heagd/Qesign Date 2 artment of Archwes agd Histgry 4 Date :
D, A o7 Bntdl et F-3-78

Hecords Managsment Analys Date / / Ap roved MARTA Management Advisory Commities Date

f)ﬂj 7 W Ceen 5’/2} g




